
UNITED STATES DISTRICT COURT for the SOUTHERN DISTRICT of NEW YORK 
ATTORNEY ADMISSION INSTRUCTIONS

Instructions for admission at the US Courthouse, 500 Pearl Street, New York, NY 10007:

In accordance w ith Local C ivil Rule 1.3, new applicants to the bar are directed to file an application in both electronic form

(see #1 below) and printed paper form  (see #8 below).  Applicants m ay choose to be sworn-in either in W hite P lains or

New York.  This one application w ill also provide you w ith a password for E lectronic Case Filing (ECF).  Applicants are

expected to be fam iliar w ith all requirem ents of Local C ivil Rule 1.3, Adm ission to the Bar.  Use the ECF password only

form  instead of this form  if you are already adm itted to the bar of this court, or have been adm itted Pro Hac V ice. 

(1) F ile an application for adm ission to the bar in electronic form  on the Court’s website, www.nysd.uscourts.gov

(2) You w ill be asked to create two letter/num ber com binations for identification purposes.

(a) Part A - E lectronic Case Filing Registration: th is section w ill ask you to create a unique personal identifier

to be used in case you lose your ECF password.  This can be any com bination of letters and/or num bers

(eg. your m other’s m aiden nam e) and 

(b) Part A - Certification: th is section w ill ask you to create a USDC/SDNY bar code for yourself.  The bar code

m ust consist of your first and last in itia ls, fo llowed by a four (4) digit num ber of your own choosing 

(eg. JD6739).  M ake a note of your bar code for your own records and always write your bar code after

your signature on any signed docum ent.

(3) Print a copy of the application before clicking the “SUBM IT” button.

(4) After printing a copy of the form , click the “SUBM IT” button to subm it the electronic version of the form .

(5) S ign the printed form .

(6) Have your sponsor com plete the Sponsor’s Affidavit (Part C).  Your sponsor m ust have known you for at least one

(1) year and m ust accom pany you to the cerem ony in New  York.

(7) Notarize the signatures of both the applicant and the sponsor.

(8) File the printed application w ith the C lerk, together w ith:

(a) a certificate(s) of good standing issued w ithin the last 30 days (see Local C ivil Rule 1.3 for required      

certificates) and

(b) the required fee.  See the D istrict Court Fee Schedule on the Court’s website for the current fee.  Fees are

payable in cash, attorney’s check or m oney order, m ade payable to C lerk, USDC, SDNY.

Printed applications m ay be m ailed to the C lerk.  Applicants m ust include a self-addressed stam ped envelope for

return of the receipt.  Printed applications m ay be m ailed to:

Cashier

US Courthouse

500 Pearl S treet

New York, NY 10007 

(9) Your receipt for paym ent w ill be returned stam ped w ith your date to appear to be sworn-in.  The date w ill be at

least 10 days in advance.  The cerem ony is generally held in the courtroom  of the Part 1 Judge on Tuesday

m ornings in New  York.

(10) In New York your sponsor m ust accom pany you to your swearing-in cerem ony.  If you need to adjourn please call

(212) 805-0645 by the Thursday before your cerem ony date.

(11) If your petition for adm ission to the bar is granted, your E lectronic Case Filing (ECF) password w ill be sent to the

em ail address on your application after you are sworn-in.  Print and save your ECF password for future reference.

Q uestions regarding attorney adm issions in New York m ay be directed to (212) 805-0645.  (Rev. 4/05)

http://www1.nysd.uscourts.gov/courtrules.php
http://www1.nysd.uscourts.gov/ecf_registration.php
http://www1.nysd.uscourts.gov/atty_admission.php
http://www1.nysd.uscourts.gov/fees.php


UNITED STATES DISTRICT COURT for the SOUTHERN DISTRICT of NEW YORK 
ATTORNEY ADMISSION INSTRUCTIONS

Instructions for admission at the US Courthouse, 300 Quarropas Street, White Plains, NY 10601:

In accordance w ith Local C ivil Rule 1.3, new applicants to the bar are directed to file an application in both electronic form

(see #1 below) and printed paper form  (see #8 below).  Applicants m ay choose to be sworn-in either in W hite P lains or

New York.  This one application w ill also provide you w ith a password for E lectronic Case Filing (ECF).  Applicants are

expected to be fam iliar w ith all requirem ents of Local C ivil Rule 1.3, Adm ission to the Bar.  Use the ECF password only

form  instead of this form  if you are already adm itted to the bar of this court, or have been adm itted Pro Hac V ice. 

(1) F ile an application for adm ission to the bar in electronic form  on the Court’s website, www.nysd.uscourts.gov

(2) You w ill be asked to create two letter/num ber com binations for identification purposes.

(a) Part A - E lectronic Case Filing Registration: th is section w ill ask you to create a unique personal identifier

to be used in case you lose your ECF password.  This can be any com bination of letters and/or num bers

(eg. your m other’s m aiden nam e) and 

(b) Part A - Certification: th is section w ill ask you to create a USDC/SDNY bar code for yourself.  The bar code

m ust consist of your first and last in itia ls, fo llowed by a four (4) digit num ber of your own choosing  

(eg. JD6739).  M ake a note of your bar code for your own records and always write your bar code after

your signature on any signed docum ent.

(3) Print a copy of the application before clicking the “SUBM IT” button.

(4) After printing a copy of the form , click the “SUBM IT” button to subm it the electronic version of the form .

(5) S ign the printed form .

(6) Have your sponsor com plete the Sponsor’s Affidavit (Part C).  Your sponsor m ust have known you for at least one

(1) year.

(7) Notarize the signatures of both the applicant and the sponsor.

(8) File the printed application w ith the C lerk, together w ith:

(a) a certificate(s) of good standing issued w ithin the last 30 days (see Local C ivil Rule 1.3 for required      

certificates) and

(b) the required fee.  See the D istrict Court Fee Schedule on the Court’s website for the current fee.  Fees are

payable by attorney’s check or m oney order, m ade payable to C lerk, USDC, SDNY.

Printed applications m ay be m ailed to the C lerk.  Applicants m ust include a self-addressed stam ped envelope for

return of the receipt.  Printed applications m ay be m ailed to:

C lerk

US Courthouse

300 Q uarropas Street

W hite P lains, NY 10601 

(9) Your receipt for paym ent w ill be returned stam ped w ith your date to appear to be sworn-in.  The date w ill be at

least 10 days in advance.   P lease call (914-390-4010) if you need to adjourn.

(10) In W hite P lains there is no cerem ony, and your sponsor does not need to appear.  Applicants are sworn-in by a

Deputy C lerk at the cashier’s w indow on the first floor.  If you need to adjourn please call (914) 390-4010.

(11) If your petition for adm ission to the bar is granted, your E lectronic Case Filing (ECF) password w ill be sent to the

em ail address on your application after you are sworn-in.  Print and save your ECF password for future reference.

Q uestions regarding attorney adm issions in W hite P lains m ay be directed to (914) 390-4010.  (Rev. 4/05)

http://www1.nysd.uscourts.gov/courtrules.php
http://www1.nysd.uscourts.gov/ecf_registration.php
http://www1.nysd.uscourts.gov/atty_admission.php
http://www1.nysd.uscourts.gov/fees.php
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